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OGC HAS REVIEWED. 8 November 1951

MEMORAIDUM TO: ATL ADMINISTI PIVE OFFICERS AND TIME AND ATTENDANCE CTERKS

SUBIRECT . Preparation of Agency Form 3h-lg, "Time and Attendance
Report and Pay Roll Change g1ip", anl Related Data.

REFERENCE : 25X1A

1. Tt seems appropriate to request that personnel for whom you
meintain Time and Attendance Reports ve advised to refer their questions
to you first for angwer. This will elliminate, to & large cxtent, some
of the many routine calils to the Payroll Pranch, TFiscal Division. IL
possible, it is desired that you answer the employee's questlon, hasead
upon the general infornatlon that has been Furnlshed you; however, ir
you are not certain of the eorrcet annwer, and desire to contact the
Payroll Branch for clarificabtion, this memorandum ls in no way to be
interpreted as an ohjectlon Lo your calling that prench for assistance
in obtaining the appropriste answer.

n., Leave transcripts from other agenciee do not always reach
this Office as rapldly as they should. Umtil such tine ag & trangoript
is received in the Payroll pranch, the leave records reflecet only the
amovmnt of leave to the employee's eredit since bis date of entrence
on dubty wilth this Organization. In order not to inconvenlence the
cnployee, and because of insufficlent time to trace the leave tran-
seript, up to ten actual working days of sick and/or annual. leove will
be honored for those employees in whose cases 1t has been established
that leave is to be transferved from another egency. In such cages, a’
statement must be submitted by the employce attesting that he haa;g;
— FRTent amount of leave aveilable and ‘the nane of the Goverrment
arency, with address, from whichn the leave will Te trensrerred, fSuch
statements muist ho approved by oitice chiefs, ox Their desiquoted
ﬁ@mmmmMﬁmm,emdaﬁﬁdwdtothammeamlk%@ﬂmmeRmmrton'
whioh the leave is reported. )
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3. VYour attentlon 1e invited to the necessity of cooperating in
meeting the deadline for the recelpt of the Time and Attendance Reports.
It is mandatory that a1l reports be prepared with the utmost precoubion
ard Aelivered by nand to Room 1710, guarters bye, 1o Theure their
arivel in tho Payroll Branch for audit ot Loter than 1000 hou

e m— e

¥he Monday following %he close of the veporting period.

L. Repulations require Time and Aftendence Hep
daily, Experience has pré?@?f?f?%ﬁ§ﬁﬁﬁﬂiﬁm%ﬁmﬁlhﬁbiémé Teport for each
employece at the beginning of each pAY perlod, ‘lhe daily posting will
be necessary only for those employees who take leave, perform night
duty, or work compensatory time, overtime, or on & holiday. In this
way, the Reports will roflect o all times the status of the employee on

ce Reports to be posted
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any day during the pay period. Inspections may be made to determine
that these records are mainteined on a daily basils.

5, As the Organization grovs, it becomes more end more dlfficult
to meet the pay roll deadline egtablished by the Treasury Department,
and requirvements can be complied with only if the Time and Attendance
Report for each individual is recelved by the Payroll Branch within
the time limit set forth in Paragraph 3. A log is maintained 1n the
Payroll Branch showing the hour and dote Reporte are received from
cach reporting unit., Whenever Reports are nob delivered within the
specified time 1t may be necessary to stop salary payments to the
employees for whom no Reports have been received. The extreme impor-
tance of observing the time limitatione of having Time and Attendance’
Reports in the Payroll Branch by 1600 hours on the Monday following
he eolose of the fourtcen~day reporting period must be stressed,

6. Salary checks will be distributed by the Payroll Branch
o the officially designated Payment Clerks of the office in which
employces are assigned. A pay voll 1list containing the names of
employees will accompany each group of checks. The gigned pay roll
lists, evidencing receipt of checks and delivery to the listed
cuployees, must be returned to the Payroll Branch by the close of
business the second workday following delivery of the checks to the
payment Clerk. Undelivered checks, accompanied by a memorandun stating
the reagon for non-delivery, must be returned at the same time. It Is
understood that, by virtue of necessity, certain cases may requlre
special handling with regerd to the delivery of an individual pay
cheek. Tn such instances, the detalls of the delivery may be worked
out by the employee involved and the Poyroll Branch with the knowledge
and concurrence of the office in which the cpployee is working. The
Payment Clerk must exervcise extreme care in the handling of checks in
order that they may not become lost and to insure that security is
not wviolated.

7. In the event an enployee will he sbsent from duty on pay
day and is uneble to pick up his check, he mey, if he desires, have
the check mailed to him. A memorandum must be gubmitted through
appropriate channels to the Payroll Pranch requesting that the check
be mailed, including meidling instructions to be followed. Should
the employee desire to have his check forwarded via other than ordinary
postal delivery (i.e., by air mall or special delivery), the required
postage should he rorwarded with the memorendum,. . Employeesd should
discontinue sending stamped, sclf-addressed envelopes since checks
are malled in Treasury Department envelopes.

8. To aid in the execution of Time and Attendance Reports,
and to facilitate your work in conmection with this function, there
are nttached instructions for the Preparation of Agency Form 3h-h2,
"mime and Attendance Report and Pay Roll Change g1ip". Tor further
information with respect to Agency policies and insbructions concerning
Time, Leave end Pay, refer to Agency Regulation|[::::::::] 25X1A
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9. Effective the beginning of the pay period following
receipt of this memorandum, Agency Form 4-42 will replace Standard
Form 1130, "Time and Attendance Report”. A smell supply of Forms
-l2 is enclosed. A requisition for a further supply should be
direcetaed to the Procurement Officed Surplus Standerd Forms 1130
may be returned to stock,

/s/ B. R. SAUNDERS
Cowptroller
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Enclosures
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